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MEMORAHDIR: FOR: %

RO

SUBJECT) Beorientation of Records Officer Cource and Releted
Records Training ,

. I ———————
and the undersigned discussed the orien on o =

Courss and related records training for RO’s and CS parsomnel at
large. Thers was genoral agreement thats (2) prospective Records
officers need speeific orientstion on their dutles, (v) some not
familisr with the Hesdquarters plcture meed sdditional knowledge
of €8 recorés system, {c) the 20 Course ns it has evclved

ers frem undue yepeition, (d) the Mame Trace Course hag many,
but sot ell, of the ingredients needed by desk personnel). to under.
stand the processing of operational paper, (¢) & continuing problem
in the BO Course das been the mix of relatively expsrienced 8
Gfficers with inexperienced neweomers to the C8, with resultant
ai1ution of the course,

2. this is to propose for your gpproval, sublect %o forther
aiscuasion if necessary, the following plan:

a. The B0 Course will be held, as needed, cxclusively for RO
acesineas. This will be u concentrated course which sxmmes
;mmxmma&am. dspling prinerily
with the how and why of RO responsibilities.

| mmumgorm:xmsmmmmw
€1/TR0 should include an assesmment of other records, CI, or
oparsticnal experience and othar courses reqaired before final
83 20 in grentes. Wach case which requires additional
training in the judgement of the CI/TRO will be coordinated
with the BUP/MM0, aod each hmdle jointly in &iscusslons, or

in writing, with the C8 component concerned.
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c. 'The Bmme Tracs Courss will be reworked tc include some
M&!&Whﬂnﬂungwhi&ammtgmmwia

the sxisting sesach - and - product-oriented curricule.
{one of the protlems in getting people for the Name Trece
course is the one week, full tims sspect. We night seri:ma}.y
consider making this a two weak, halfuday cowdan 37 SN ..

&, Ve will jointly encourage and pursue a review of the totel
OIR coverage of 8 records tralning.

3. The above is recommended in recogaition of the need for
the RO Course as guch, Wut also in light of the fact

that Of rescurces in trelning are incressingly strained. wam
extensive training in the C5 reeords system shoud, ideally
given 21l C8 amployees - clerical and professional - ieal
Iimitation on C8 lacturer time and student uw&i.ihi.lity make it
sasentisl that we dovise highly selective training to hit the key
individomls.
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Chief, 8ystema Group
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